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Wes t  S pr ing f i e l d  
D i s t r i c t  S t a t i o n  

If  You Are 
Robbed 

• Remain calm 

• Don’t be a Hero — Do not resist. 

• Activate the alarm ONLY if you can 
do it secretly. 

• Try to get a good look at the robber 
— Take a mental picture and note 
anything unusual such as tattoos, 
scars, mannerisms, or speech pat-
terns.  

• Note any weapons used 

• Give the robber time to leave 

• Note the direction of travel and ob-
tain vehicle description including tag 
number, if it is safe to do so 

• Report the robbery immediately, 
Dial 9-1-1 and Do Not Hang Up 

•  Protect the Crime Scene; Do not 
touch anything the robber has 
touched 

• Write down everything  while it is 
fresh in your mind, including the 
robber’s speech and mannerisms.  

• If there are witnesses, ask them to 
remain until the police arrive. If they 
are unable to stay, get their name, 
address, and phone number.   

• Ask all witnesses to write down their 
account of the event, don’t compare 
notes 



Developing skills that strengthen your per-
sonal safety help you to avoid becoming a 
victim of a crime.  

• Be aware of what is happening around 
you. You are more likely to become a 
victim if you aren’t paying attention. 

• Always trust your first instincts. When 
you observe suspicious people or events 
do not doubt your feelings. React to 
them instead. 

• Have an air of confidence about yourself. 
Gain the psychological advantage over 
would-be attackers. Keep your head up 
and know where you are going. 

• Try to avoid putting yourself in danger-
ous situations such as elevators, parking 
lots and parking garages where suspi-
cious persons are present. 

• Whenever possible stay away from less 
populated areas such as alley ways, 
wooded areas, pathways, etc. 

• There is safety in numbers. Whenever 
possible, be with other people. Have a 
plan of action.  

• Most workplace acts of crime involve 
larcenies of purses, computers, cash, etc. 
To prevent the opportunity for work-
place crime always offer to help someone 
you do not recognize. Do not allow 
people you do not know to wander 
about your workplace.  

• Use ATMs that are used often. Go 
where other people are such as conven-
ience stores at night time. Pay attention 
to those ATMs that are monitored by 
cameras and visible to passers by. 

Robbery prevention starts with you 
and your employees. Safe design of 
your business layout and continu-
ing education for your employees 
will help deter  would-be robbers. 

 

The following guidelines will assist you in preventing a 
robbery at your business. 

1. Call the police at once if you notice suspicious 
strangers loitering near or in your place of busi-
ness. 

2. Never block the view into your store by crowding 
display windows. It is important to maintain visi-
bility into your business establishment at all times. 

3. Secure your teller and cashier operations. Install 
barriers to keep unauthorized persons out of 
these areas. 

4. If practical, mark doorways at varying heights to 
allow proper identification of robber’s height. 

5. Install a holdup alarm system. 

 

6. Install a timed delay switch to turn off exterior 
lights after your employees have gone for the 
night. 

7. Use two people to open and close your business. 
Establish a system or prearranged signals. One 
person should stay outside until the other gives 
the all clear signal. 

8. Keep cash on the premises to a 
minimum. Make frequent pickups of 
money from registers and make 
regular bank deposits. 

9. Do not establish a habitual routine 
when making bank deposits.  

10. Keep the safe in your place of busi-
ness locked at all times. 

11. Check the references of job appli-
cants before you hire them. 

12. In the event you are contacted about 
an emergency at your business, and 
the call is of questionable validity, 
please verify the call with the police 
dispatcher, 703-691-2131, before 
going to your business. 

13. Have frequent meetings with your 
employees in order to familiarize 
them with holdup prevention meas-
ures which you have initiated. 
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